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Ne:.‘ -';_Description' ‘Retention . - -

‘1. | General Correspondence Files consisting-of official . | Cut off at end of fiscal
correspondence of . the Division, statistics, reports, - | year; retain for three'(3)
purchase requlsltlons & orders, budget records, personnql additional years; then
rosters, and Division: copy of personnel transactions, . ,destroy. o

L and other official transactions: of the Div131on.”_,_; P e

o - 1970 -, Present :
2. dio Qommgg;g giggg Recogdg con31sting of correspondence Cut off:at end'of fiscal yei
‘ files for radio Communications; communication service - retain for two (2) addition

. record files; purchase orders & requisition. 1970-Present',years, then destroy.; :

3. | 5" x 8" Radio Inventory Cards ~-Cut off ‘at end of fiscal year'g
; 1970 ~ Present =’ when equipment is disposed e

: ' ' ; of; retain for three (3) _
additional years; then destfoy.

A,

- drawings, etc. (Working copy.)

FCC L1censes con81st1ng of llcenses of designated call
signs/numbers for base & moblle statlons. : :
: 1970 - Present. .

-Telephone communication Records cons1sting of correspond
files for Telephone Communications; Telephone Request
Logs; Telephone Service Requests; Telephone Invoice
receipts for County-owned telephone systems; purchase .
jrequisitions & orders; C&P Telephone Co. bills.

L 1970 - Present .

.‘, ‘l\
Project Specifications for CCTV, Public Address &
Telephone Systems consisting of f11es of specifications,

1970 - Present -

911 Emergency Center Records'consisting of the master
~copy of telephone bills; monthly statistical reports. ',
for 911 Center & Information referral; daily logs for.
deaf teletype service; 911 Center Master Station Log,-
radio logs.: : ,

1970 - Present

Retain permanentlyr.i.'

ence Cut off at end of fisca}l °-
year; retain for two (2)
additional years; then ﬁf
destroy. S :

oCut:off-st.end:of fiscaiy f
_year; retain for five (5) o
additional years; then destfoy.

Cut off at end of fiscal
' year; retain for two (2) - ;
-additional years; then destfyoy.
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Schedule Authorized by Holl of Records Commission

Date Archw(s/ / // Date

6’4 y/7 , %%A/ ot of/ /7;? MyﬂgA

COUNTY_R

Dlstrlbutlon wWhite ~ Hall Of Recordsf/breen - Hall Of Records, Canarxy -
Pink - Records Manager, Gold - Records Center, Blue - Department/Agency.
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911 Emergency Center Magnetlc Tapes for monltorlng all
emergency calls. .

€urrent Tapes

Reuse after three (3) months
except when required for Court
cases, etc. :
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